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i Course Objectives

" Understand and appreciate the spreadsheet programs
®" Understand the main features of Spreadsheet

= Know how to start and close Microsoft Excel

"= Describe Microsoft Excel Terminologies

" Understand data types and associated entry
techniques

®" Understand and use Data editing and Manipulation
features

" Understand how to format data and worksheets

" Understand how to create and modify charts

"= Understanding and Using Formulas and functions
" Understand how to Print a worksheet

Microsoft Excel 2

@University of Dodoma



Getting Started with Excel

There are several ways which you can

use to Start Microsof

1st Option
" Click
= Highlight
= Highlight

* Click

Button
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i Getting Started with Excel

224 OQption

If there Is a shortcut to Microsoft Excel
on the Desktop

Double Click this Icon

Microsoft Exce

=l
LIS

i ir'; jis
I'I'| E cel!
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i Getting Started with Excel

3 Option
= Click Button
= Click Command,Run box will open

" Type excel in this bgx

" Click Button_

Microsoft Excel
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Microsoft Excel
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i Spreadsheet Program

spreadsheet

A type of application program which
manipulates numerical and string data In
rows and columns of cells.

The value in a cell can be calculated from a
formula which can involve other cells. A
value is recalculated automatically
whenever a value on which it depends
changes. Different cells may be displayed
with different formats.

Microsoft Excel 7
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Accounting field

Academics
functions

Spreadsheet Program

A, B L

Examnation Fesults
Name Score
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A, | B |
1 Cash Account
2 |[Debit Credit
3
4
Lo
]
F
O
1 |Mean 70.28
1 |Standard Error 7.899105325
1 |Median 93.9
S_MDI:IE A
T I5tandard Neviatinn 1R T9RNRRS
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i Terminologies
" Workbook - A file in a spreadsheet
program.

" Worksheet - A smaller section of a
workbook file designated by sheet tabs.
Worksheets can have multiple pages. A
worksheet has 65,536 Rows and 256
Columns.

By default if you open a workbook for the
first time it consist of only Worksheets

" But it is also possible to insert more
WO rkS h e et Microsoft Excel 9
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i Terminologies
" Row The name assigned to each
line/grouping of horizontal cells in a

spreadsheet. Excel labels the rows with
numbers.

" Column
The name assigned to each line/grouping of

vertical cells in a spreadsheet. Excel labels
the

columns with letters. There are 256 columns
IN an Excel worksheet.

Microsoft Excel 10
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i Terminologies

= Active Cell

The active cell is the

Row

cell that is currently

selected. The selected ™
cell will have an

outline surrounding

the cell and Iin the
lower right corner

there will be a small
box (fill handle). The
active cell is where
data will be inputted
when a user is typing.
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i Terminologies

" Name Box

The name box shows the cell address for
the active cell. As a user selects areas of
the workbook the quantity of rows and
columns will be displayed in the name
box. A user may decide to name areas of
the spreadsheet. The name box can be
used to quickly name and then select

areas of a worksheet,
B4 g

Microsoft Excel 12
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i Microsoft Excel Terminologies

" Formula Bar

The formula bar shows what is contained
within the active cell. Sometimes you may
not be able to see everything in the active
cell; however the formula bar will display
the entire contents of the cell.

* Formulas are also displayed in the Formula Bar.

* Formulas are mathematical equations used to
compute something within the worksheet.

* Formulas will display in the formula bar, while
the answer to the formula will display in the
cell.

Microsoft Excel 13
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i Microsoft Excel Terminologies

Microsoft Excel 14
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i Microsoft Excel Terminologies

" Sheet Tabs

Labels at the bottom of the workbook
to designate the worksheets contained
within the workbook. The sheet tabs
look similar to file folder tabs. The
worksheets can also be moved ,
renamed and deleted

| Sheet1 / Sheet2 /Sheetd /

Microsoft Excel 15
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Microsoft Excel 16
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i Entering Data in a Worksheet

Before you start to enter data you need to

create a new workbook.
Steps to Create a New Workbook
Click on the File menu and then select
New.

Click on Blank Workbook t :exorkbook
blank workbook.
OR 2t kboalk, ,

" Click on the New buttc¢ 2=
On the Sta nda rd tOOIb D}; Templates on Office Online

I_EI;J Cn oy compuker. ..
Ll Onomy Web sites. ..

17
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i Entering Data in a Worksheet

" Types of data that can be entered in an
Excel Worksheet

1.Label
Any text is considered as label

2.Constant
These are all numerical values and
symbols

3.Formula

These include all formula which can be
entered and the formula, starts with

rosoft Excel 18
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i Entering Data iIn a worksheet

" Steps to enter data

1.Select a cell in which you want to
enter
data.
2.Type a data in cell
3.Press Enter key OR Return key

Microsoft Excel 19
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*Entering Data In a worksheet

" Once you have entered data in a cell use
the following keys to move from one cell
to another cell.

Shift Key +Enter

Key
r Tab key

Enter key

Shift +Tab
key

Microsoft Excel 20
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i Entering Data in a worksheet

" You can notice something when you
enter data in a cell Automatically
numbers are aligned to the Right Side
of the cell and Text to the Left of the

all Number

I

23
Ungrsity Computing Centre

Text

Microsoft Excel 21
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™ Hands on

" Enter the data as shown below and answer the

questions which are in the next slide.
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A B ¥ [
1 | Trammng BEoom Number of Studen Module Instructor
2 |TE]1 20 Ma-Word Iachurm
3 |TEZ 15 Ma-Excel Iukourast
4 |TE3 17 Internet Jesca
5 |TEA4 25 IT Essential Eighenda
B |noftwate 20 Ma-Access Abdalah
7 |Exzecutive 16 Introduction I aryatmu
8 |Conference 20 M- Word Teddy
9 | Cisco 20 Internet MMugogo




i Saving a Workbook

= After entering data then you need to
save it ,and whatever you do either you
modify or change ,make sure you save
the changes .and have trend of saving
your work every 5 to 10 minutes
depending on your typing speed. There
are two options which you can use to
save

Save and Save As

Microsoft Excel 23
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i Saving a workbook

" Click File Menu

" Select Save from the drop down list

" Save dia
" Select a

" Type a fi
Box

" Select a

og box will open
ocation where you to save
e name in the Filename Text

format under which you want

to save from the Save as Type List box
" Click Save Button.
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Saving a Workbook

Save in: |@ Deskkop v @- 4| Q X oy E - Tools-
Ty BMy Documents v Mebwork, Places
4 :} My Comp

Mw Recent

Use the Save In list §
box to specify the
folder/disk the file

will be saved in

wark Places

Anki-Virus

ICS)OFFICE LETTERS
ICIRESEARCH
ICITOR SLIDES

Eﬂ My Computer
%—_]My Documents

My Docurments

My Cormpuker

-

File name: |Mtanzania W | [ 2avE ]

M*;.-'Net:.-'-.lurk

w |Miu:ru:usu:uFt Office Excel Workbook, wﬂcel

e the new file ;

nza/fne Select a file format
Microsoft you want to save
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i Closing a Workbook

" Click File Menu
" Click Close from the drop down list

OR

Quitting Microsoft Excel
Click File Menu
Select Exit from the drop down menu

Microsoft Excel 26
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i Editing data in a worksheet

" Data in a worksheet can be edited using a
forlllﬂula bar or by editing it directly in the
cell.

" Editing Directly in the cell

. Dc()juble click the cell with data you want to
edit.

" Position the insertion by using arrow keys on the
keyboard

" Use Delete key OR Backspace to erase the
characters you don’t want

" Type other characters
" Press Enter key

Microsoft Excel 27
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i Editing data in a worksheet

A |
chigo Kikuu cha Dar .!

T

The Text in the cell was supposed
to be Chuo Kikuu cha Dar ,So move
the Insertion point as seen above

and delete the Character “ad” and

—

type Character “U” 8
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i Editing data in a worksheet

" Using a Formula bar to Edit
" Select a cell with data you want to edit
" Click on the Formula bar

" Use arrow keys to move the insertion
close to where you want to edit

" Use Delete key and Backspace to erase
characters which you don’t want.

" Insert other character(s) if there is a
need.

" Click a green Tick

Microsoft Excel 29
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i Editing data in a worksheet

- X

A Mtenzania |

will be Mtanzania

Move the insertion point so that it
will be between letter “t” and “e”
then press delete key to delete “e”
then type letter “a” and the word
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AN

Click this button to
Accept changes
after editing

MICrosoit Excel S0




U\—I\—Lllly T UUuuUaALCUA 111 4
i worksheet
" Select a data you want to delete
" Press delete key on the keyboard

OR

= Select a cell with a data you wish to delete
= Click Edit Menu

" Select Clear (ha BT

" Click Contents '

)6 Fomas

H ., O | Contts D

Microsoft Excel 31
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™ Hands o

" Editing a data in a worksheet

A B C D
1 |Country President City
2 |Tanzania Kikweete Dar es Salaam
3 |Konya Kibaki Neirobi
4 |Melawi Muluzi Blantyre
5
In the above sheet there are some words

especially those with a shaded cell have
spelling mistakes so edit those which are not

correct
Kikweete to be Kikwete, Konya to be Kenya

e Neirobi to be Nairobi, Melawi to be Malawi



Microsoft Excel 33
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i Selecting Cells

Number of Cells

How to Select

A single cell Single click it
More than one cell Click a first cell you
adjacent wish to select ,then

hold down SHIFT key
then click the last cell
you want to select.

More than one cell non-
adjacent

Hold Down CTRL key
then continue to click
the cells you wish to
select

Entire column
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i Selecting Cells

Number of Cells

How to Select

Entire Row

Click a row heading

Entire Worksheet

Click a blank cell

before thg Column
and Meading
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A | B | © |

O e [ DO RO | —

Microsoft Excel 35




i Inserting a Worksheet

" Click Insert Menu
" Click Worksheet

OR
" Point a sheet tab
= Right Click it ,a pop-menu app -
" Select Insert......
. A bOX WI” appear atl,{sheetzksﬁﬁlj:si?wm;l

Microsoft Excel 36
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i Inserting a Worksheet

" Select General Tab
" Highlight Blank Sheet

" Click OK Button

General | Spreadshest Solutions

% A .

Chart M3 Excel 4.0 M3 Excel 5.0
Macro Dialog

Preview not available,

Templates on Office Onling ] 4 l ’ Cancel
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i Inserting Column & Rows

Select a cell close to where you want to
insert a new Column.

Click Insert Menu

Click Column(Note that the column will be
Inserted on the left of the selected cell or
column)

OR

Select a cell close to where you want to
Insert a new Row.

Click Insert menu

Click Rows (Note that the row will be inserted
on the top of the selected cell or row)

Microsoft Excel 38
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i Cogxing Cells

" Select cells you wish to copy
" Click Edit Menu

" Click Copy (or Click a copy Icon on the
standard toolbar —=

" Click a cell where you want to paste
" Click Edit menu

" Click Paste (or click a Paste icon on the
Standard toolba i

Microsoft Excel 39
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i Moving Cells

" Select cells you wish to move
" Click Edit Menu

" Click Cut (or Click a Cut Icon on the
standard toolbal &

" Click a cell where you want to paste
" Click Edit menu

" Click Paste (or click a Paste icon on the
Standard toolba =

Microsoft Excel 40
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i Finding and Replacing Text

= Position an insertion point where you want to
insert.

= Click Edit Menu

" Click Finc
Find and Heplace E]@

Find Feplace

Fiod what: | w

Type a text you
= Click Find All/Find Next Wish to find here

Microsoft Excel 41
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i Finding and Replacing Text

" Click Replace tab in the Find and
Replace dialog box

B
Replace ] [ Find Al ] [ Find Mexk ] I\Clnse ]
Type a text you wish Type a text to replace
to find with

" Click Replace All /Replace hutton
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Hands on Practice

"= Copy the data as shown on the worksheet above and
answer all the question on the next slide

E3 Microsoft Excel - Book1 |'__||'E|rz|
|E_] File Edit |Miew Insert  Format Tools Dakta  Window  Help - XX
RN =T R TN NENT N e A R - N YR N
: Arial 10 - | B FUEEE ] o+ | i s -
E10 - i
A | B | ¢ [ o [ER

1 |Name Residence i
2 |Asha Masanja Tombo Dovya

3 |WIaimuna Abdallah Mibezi Beach

4 |Zakaria Ukwraju Ubungo

5 |William Humphrey hiwranatyamala

b |Franiciz John hiagomerni

& |Liliaty Cletment BT kowrajuisnd

g [Clara Benzon Salasala

=

10 I 0
11

12

13

14 v
4 4 » »* Sheetl £ Sheet2 % Sheet3 < | > 43
Ready LI
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N cont...

> Insert a new Column between Name
and Residence Column and name it
Age type any numbers

> Insert a new row between Maimuna
and Zakaria ,and type any entries as
per columns headings

~  Copy all the contents and paste in the
sheet number 2

Microsoft Excel 44
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Formatiioy

Microsoft Excel 45
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i Formatting Cells

" Data Iin the worksheet can be
formatted using the
Formatting toolbar

: il N BIUIEE=A§ % B EE . OA !

Formak Tools Daka Wind o

= Cells... iZkrl+1

Or E.oww 3
Format menu =alimn '

Sheet 2

autoFormat. ..

Conditional Formakking. ..

Skvle, ..
Microsott excel 46
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i Formatting Text

" Select a cell (s) you wish to format

" Click a command buttons on the
formatting toolbar in order to change
the Font size, Color, align text and font
style.

Microsoft Excel 47
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Number Formatting

" Select the numbers you want to format
®" Click Format menu
" Click Cells, a dialog box will open

= Select a Number tab e )]

;Numberj Alignment Font Border || Patterns | Prokection

" Select a category you wi i e

Mumber

0 n t h e C a te g o ry L i St Etl'zr'::'a-'?"if“g General format cells have no

Date specific number Format,
Tirne

= Apply the formats you wj ‘e

Fraction
Scientific

" Click OK button to apply| =

Cuskom

[ 0] 4 ][ Cancel ]

Microsoft Excel 48
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Number Formatting

Format Cells

i Mumber | alignment " Font || Border " Patterns " Protection |

Sample
a7

CUrrency

Accounting General format cells have no
Dabe specific number Farmat,
Time
Percentage
Fraction
Scientific
Texk
Special
Cuskom

[ 0] 4 ] [ Cancel

Microsoft Excel 49
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i Formatting Cells

" Format Cells command - controls the
formatting for numbers, alignment,
fonts, borders, and patterns (color)

" Select the cells to which the formatting will
apply
* Execute the Format Cells command

Microsoft Excel 50
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Number Formatting

Format Cells

" Choose Cells from
the Format menu

" Click on a tab (for
example, Number)

" Select format (for
example, choose ’
currency, 2 . o
decimal places) §1.23410

" Click OK
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™ Hands on

" Copy the data below and answer all the
questions written on the next slide

A B C [ E
| [SudentName Fee Paid Score Admission date
2 |Zatmabu Kazmbaya 60000 0.9 20412006
3 {Mwajabu Athuman 45000 075 482007
4 | Mwanamatnc Peter 3500 045 o007
0 | Martarm Ismat 2200 .65 Bimr007
6 | Ramla Abdukady 14000 .34 117202007
[ |arah Nebukadirezah 2200 0.8 Bimr007
B |Francis Majembe 17000 067 7007
9
Microsoft Excel 52
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™ Hands on

> Insert a new row above the headings Row,
merge cells Al to D1 and type”Payment
Collection 2007" as your heading

> Format the figures in the Paid Fee column to be
In Tanzanian currency

> Format the score nhumbers for each student to
be in percentages

> Change the font size of the heading to be 18 and
apply any light color for shading.

~ Format the date of admission to display the
Month as a text

~ Rotate the word score at an angle of negative
15 degrees.

Microsoft Excel 53
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* The Chart Wizard(1l)-chart

> SANASr click Chart
within the data dialog box

° Click on the Chart
Wizard icon

o Chart Wizard box
will appear, which
will guide you
through the chart
creation process

4 [
=

Clustered Calurn. Compares values across
categories,

C |:‘a rtd Press and Hold ko Yiew Sample |

wizar C g

i con Zancel | = Back HMEXTI Finish I
Microsoft Excel 55
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ource
o> Allows you to

define the data
that will be used
to create the
chart
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The Chart Wizard (2) - Data

Chart Wizard - Step 2 of 4 - Chart Source 2| x|

wker

=

Cancel < Back, | Mext = Einish
-

rrnrcecr vJuviIc LL/AGCGui \ >4




Chart Wizard (3) - Chart Optlons

Chart Wizard - Step 3 of 4 - Chart Options RS
o Alowsyouto ...
: . : Thes | es | Cridines | Legend | [iaka Labels | Data Tal:lle|
define the options e
you wish to .
i NC I u d e e. g . Cateqary (1) avis il
- Titles - Axes 4U'-—| 0 Ealez Freault Lat
N Value (Y) 2 o
- G rl d I I n e S = iy I:-‘ﬂtﬁ Riesult This
Tear
Le gen d Second categary (1) axis T
- Data Labels - ol
Data Table Secand value (Y) axis: oL
fue  Dwwe Peter Jane
Cancel | Next 3 Firish

Microsoft Excel
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Chart Wizard (4) - Chart
Location

Chart Wizard - Step 4 of 4 - Chart Location 7| =]

Place chart:

[N
=
o]

™ as new shest: IChartl

% as ghiect in: YT - |

Zancel | < Back. | Mexk = | Einish

® Allows you to choose where to insert the chart
e.g As an Object in the current worksheet or As
a new worksheet which will be added
automatically into the current workbook

Microsoft Excel 58
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tting - Chart

Format Chart Area

M | —
Format Chart Area Patterns | Fant Prnpertlesl
T | | | hiject positianing
{ Patkerns | i
WHaT | Fons || Piepeies {% Move and size with cells
~Border "i:i E] _ " Move buk don't size with cells
' fukomatic * Adtamatic " Dor't move or size with cells
" None " Mone
" Custom EEEEEEER [V Prink object
" EEEEEEEE WV Locked
e BEEDEEEENEE Locking objects has no effect unless the sheet is

. protected. To protect the sheet, choose
=n Automatic [J§ NOONOEND Protection From the Tools menu, and then choose

| DE Protect Sheet, & password is optional,

Uil

Wieight:
[ e OERCONEND
[~ Round corners EE [ HEEN
p— Fill Effects... |

K I Cancel

Ok I Zanc

® Double click on the chart area to
display the relevant dialog boxes

" The chart area is the “empty” chart
background

Microsoft Excel 59
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Chart Formatting - Legends

Format Legend 2| x

2| Placemert

" EBottam

Pattems | Font | placement C Cormer
—Border ~frea " Top
* ftomatic % Adtomatic (+ Right
™ pone " Mong ™ Left

™ Custam EEEENENEN
EEEEEENER

Skyle: -
HE | -] EDEEENNEE
Color: Aukomatic ™ B ORNCOENC

na. EO0O000ERD
 checion ol Iuis]l 151 |n
- AN /[ AEEN
s FlEffects... |
| K, I Cancel
(] 4 I Cancel |

® Double click on the Legend to
display the relevant dialog boxes

Microsoft Excel 60
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ing = Axis

Format Axis el
~Lines ~Major kick mark bype
{* Automatic " Mone % Outside
" None " Inside " Cross
" Custom
Style: Iﬁ ~Minar tick mark type
{¥ Hone " Outside
Colar: I Aukomatic vI " Inside i Cross
Weight: ~Tick mark labels
 Mone 7 High
~Sample " Low % Next to axis

Ol I Carncel

® Double click on an Axis to
display the relevant dialog box

Microsoft Excel
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i Chart Formatting - The Plot

Area

orma 2=
Patterns |
~Border ~Area
" automat " Automatic
8 Mane 8 Mone
@ Custom EEEEEEEN
qe [ ]| WEEENEEE
= EDENENENE
Calor: I_ vl EOOEDENRD
) Oo00ddo/|d
Wieight: I vl
ONCOJCNENC
EN[/[ NENEN
g— Fil Effects... |
|
K, I Cancel |

® Double click on the Plot area to display the

relevant dialog box

- The plot area is the “empty “ area of the

actual graph
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~Line

0 Aukomatic
" None
™ Custom

Style:
Color:

Weight;

]

Automatic T

~Sample

Patterns 5EEI|E ..... |

.......................

Yalue (%) axis scale

Auko

v Minirnum;: IIII
v Mairmumm: IE-III
¥ Major unit: IID
W Minor unit: |2

¥ Category (%) axis
Crosses ab: |0

Display units: INnne vI ¥ show display urits label on chart

[ Logarithric scale
[ Walues in reverse order

[~ Category (%) axis crosses at maximunm walue

Ok

Cancel |
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@ Double click on a gridline to display the
relevant dialog box

Microsoft Excel

[ o |




Chart Formatting - The Data Series

> Double click on a data series to
display the relevant dialog box

@University of Dodoma

Formak Data Series el A
Options |
—Border frea
" aukonmakic % aukomakic
i po i Mong
= Custam EEEEEEESN
Style: I—Ll W EEE =
OO ECENEE
Color: I Autoratic vI | pEEEE EuE §
O 5
Weight: I *I
[B) Imim)l §=) =
 Shadow EE I EEEN
Fil Effects. . |
rzamel 1 L if negative
| Ok I Cancel
Microsoft Excel 64




i Creating Chart

A, B L
1 |River Length
2 |Malagaras: 250
3 |Buvu 550)
4 |Ruaha 600
5 | Dongwe 450)

»Use the data above to create a 3D
bar chart type

»Format the chart as much agy@egan e
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i Chart Editing

" To edit a chart like to change the chart type,
chart options or simply to access the 4 steps
of chart wizard in order to modify the chart.
Point within the chart plot area

= Right click ,a pop-up menu appears

= Select an option you want in order to access
one of the Four steps of the Chart Wizard

= A Chart wizard step box will appear

= Apply changes you want then click Ok
Button

Microsoft Excel 66
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Chart Editin

1st Chart Wizard
Step

|§I Farmak Plok Areagf,

Chart Type. ..
aurce Data Z -
5 Data.. 2 Chart Wizard

Chart Cptin

Step

3 Chart Wizard
Step

Huaha Songwee

. 4th Chart Wizard
Mici
Step
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" Copy the data as shown below and
create a pie chart then answer the
questions on the next slide

A E C | 5] | E | F |
1 |Branch IFMumber of Stuadents
2 | C-HO & 5010
3 |UCC-City Centre 2000
4 |- Arusha 1800
5 | -Dodoma 1800
B |LTCC-vranza 1700
7| U Mbeya 1380
—S Mumber of Students
1o
11
A2
13 B UCC-HO
14 1350 2500 -
5| 1700 W UCC-City Centre
16 O UCz-Arusha
17 O U C-Dodoma
15 1500 | UCC-hwanza
12 1800 @ UCC-Mbeya
20
21
22
23
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™ Hands on

Using the data and the chart above do
the following.

~ Change the chart above to Cylinder
chart type.

> Remove the data for UCC-Dodoma.
Does the data in the chart changes?

~ Change the data label of pie chart to
percentage values

Microsoft Excel 69

@University of Dodoma



I

Microsoft Excel 70
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E About Formula

= As good as Excel is, it cannot guess or
read your mind. You must know
which math operation(s) you need to
Arithmetic Operators :

Addition + (plus)

- (minus)
Multiplication

Division / (Torwarad siash))
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i Creating a formula

" Steps to create a formula

When you have decided where you want the result of
the math operation, and you have clicked on that cell

Start by entering “="
Enter the formula

Press Enter key to continue

Microsoft Excel 72
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i Creating a formula

v X & =D1H0H03404405

" Addition N R B
Select a cell where |
to create a formula ._ggg.
Start with equal sign L
type the cell addresses ol

what you want to add D030

Press the enter key

Microsoft Excel 73
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i Creating a formula

" Multiplication

v X f& =E

"ELSESEL

B

C

- -

—

Type this formula and press
to get the Product

@University of Dodoma

Microsoft Excel

74



i Creating Formula

" Division and Subtraction

el Dl

Type this formula

—Type 'i!’!!l order tg
divide numbers
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i Functions

" Instead of using long formulas is better to
use Functions

=A1+A2+A3+A4+A5+A0 +TA\7

4

=Su

Functiob name

=sUu ell address:Last [Cell
a d d reSS) Microsoft Excel 76
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i Using IF Function

" |[F function is used for logical testing ,the
structure for the IF function looks as
below

] n n .
=IF( Looucalx :%EE}EDIH\F_/ﬁaSISU%Lf]true value iIf
. A, B » D E
1 |=core Hemark
2 E 90 =iffAZ =50 "PASS" "FAIL")
3 | a9 T
4 [i=;
|
- Microsoft Excel 77
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i Functions

" The above examples have used only
two condition that if score is greater
than 50 the remark is Pass otherwise
s Fail

Other functions can be

Insert | Format Tools [

R.ows

Columns

Waorlksheet
SIM
Iﬂ ':hEII"t sUM{numberl,numberz,...)
- e Adds a numbers in a range of cells

Jfx  Function...
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i Functions

" There are functions like

Multiplication
=Product(1st cell address :Last cell address )

Average
=Average(1st cell address: Last cell address)

Maximum
=Max(1st cell address: last cell address)

Minimum
=Min(1st cell address: last cell address)

Microsoft Excel 79
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i Creating formula

" Copying a formula

Click on the cell that has the formula
you want to copy (E2

EZ - £ =SUM(EZ:D2)
A B C [ E F
April May June Total

Temeke 400 00 SDDI “IBIIIIII_I
Nala 250 =00 500
Einondom 120 0 200

small square in
the lower, right

corner(Fill
Microsoft lﬁ%d Ie) 80

That cell will be selected
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i Creating formula

" There will also be a small square in the
lower, right corner (as shown on the
diagram on the previous slide)

" If you hover the mouse pointer over that
cell, it will show up as a wlte plus ( )
sign.

" As you hover over the small square, the
pointer will turn into a black plus (+)

Microsoft Excel 81
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i Creating formula

" Once the plus sign turns black (+),
click and drag the cell down one cell.

" Once you release the “clicker” the
formula will be in cell “E3".

" The software makes adjustments in the
formula so that it operates on the
correct cells.

Microsoft Excel 82
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™ Hand on_

" Copy the data below and Create the formula
to find VAT of 20% on cell C2

" Create the formula to calculate the new price

iIncluding the VAT on cell D2
A : R

1 |Froduct Price hefore Tax VAT [20%]|  Taxed Price
2 |Fumiture k(0 000,00

3 |Printers 450 000.00

4 [canner 12 000,00

5 |Laptop 1,500,000.00

Microsoft Excel 83
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™ Hand on_

" Copy the data as shown and answer the
uestions below

A, B C [ E F (5
1 |Name Maths Chemistry Physics Total  Average Remark
2 |Whilkam 34 235 12
3 |Meema 55 45 0
4 |Eazmbaya 6 B 6
5 |Uueen 0 i 59
6 |ztudhan a7 all 40

»Create a formula to find total and average score
for each student

»Using IF Function create a formula on the remark
column that if average score is greater than 70
remark “REGISTER “ otherwise “DONtTxce 84

oUREGISTER



Microsoft Excel 85
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i Printing a worksheet

" Before you print a worksheet you need
to perform page set-up

" Click File menu
" Click Page set up
= A box will appear

Microsoft Excel 86
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i Printing a worksheet

Crrientation

@ Portrait AT O Landscape

@University of Dodoma

Scaling Optians. .
(%) Adjust ko (100 % % normal size
) Eit to: page(s) wide by tall
Paper size; Letter, 3,5 x 11 Zoll b
Print guality: | Medium w
First page number;
(0] 4 ] ’ Cancel

Use this Page
Tab for setting
orientation ,pap
er size ,and
print quality

Microsoft Excel 87



i Printing a worksheet

Use this Margin tab for setting the
margins

Of left,right,top and _Bg

Page Setup
Opki
Left Right:
Boktorn: Foater:
Cenkter on page
[ Horizonkally [ ] wertically
[ Ok, ] [ Cancel ]
Microsoft Excel 88
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i Printing a worksheet

" Use this tab for creating a header and
footer on the worksheet

Header: -
et .
[ Cuskom Header. ., ] [ uskom Fooker. .. ]
Fooker:
| (none) v |
[ O, ] [ Cancel
TVITCT OUSUTC EACCT 89
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i Printing a worksheet

" Use this tab if the you want to print
Gridlines ,row and column heading by
just checking the corresponding Check

Boxes

.......................

Page | Margins | Header/Footer | Sheet

Print area:

Print: titles - -
Prink Previe 1A
Rows bo repeat at top:
Optia
Columns to repeat at left;
Prink
[ ] aridines [ ] row and column headings
|:| Black and white Comments: {MNore) A
[]Draft qualcy Cell errars as: displaved
Page order

(%) Down, then aver
{1 Qver, then down

[ 04 l [ Cancel
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i Printing a worksheet

After page set-up completion the last step is to
print a worksheet — 7%
Click File menu ”— —

Name: | c5§HP Deskit 6600 Sares v
CIICk Prlnt Status Il | |

Type: HP Dieskjet AA00 Seties
Where:  LISBO0
Cammenk!

SeleCt a printe[" [ Pink to e

Prinkt range {opies
®a humnber of copies: | [N &
Select/Type number 01 0rs e[ i | 3

Cop IeS y Ou Want to p r I n ‘ PSIS:::EW () Entire workbook ﬁ Mcga:

(5) Active sheets)

Click Print Button o] (o ]

Microsoft Excel 91
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™ Hand on_

" Do a page set-up of the worksheet on
Hands on practice.

" Preview your work to see if there are
Headers and footers ,Gridlines.

Microsoft Excel 92
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T

hank you for

¥ listening
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